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General Administration

1.  Are the files of members and retirees protected from loss due to fire or theft? Y  N 

1.1 Describe the fire proof or fire resistant cabinets mainted by the system. 
______________________________________________________________________

1.2 Describe the waterproof or flood resistant cabinets maintained by the system. 
______________________________________________________________________

1.3 Describe the security measures that control or limit access to these files. 
______________________________________________________________________

2.  Does the Board have an emergency plan in the event of a natural or man-made disaster  
as reasonably contemplated? Y  N 

 Attach a copy of that plan or policy or describe the guidelines that would implement those 
procedures. __________________________________________________________________

5. List all staff employees and identify their job title and primary functions.

 System or Board Administrator __________________________________________________

 Member Services _____________________________________________________________

 Retirement Counselor _________________________________________________________

 Finance and Accounting _______________________________________________________

 General Administration ________________________________________________________

 Refunds, Transfers, Rollovers, Buybacks ____________________________________________

9. Does the Board have an established policy on providing original documents to confirm:

•  The Birth date of the member, spouse or beneficiary? Y  N 

•  Prior public retirement system membership time and creditable service? Y  N 

•  Military Service? Y  N 

•  Current Marital Status? Y  N 

•  Current School Enrollment status of a beneficiary? Y  N 

•  Department of Revenue Child Support status? Y  N 

Instructions
Please answer the following questions by checking either Y (yes) or N (no), or 
providing a brief response when requested. 
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Board Duties

3. Who is primarily responsible for preparing the Agenda for the meetings of the Board  
and other subcommittees? 
____________________________________________________________________________

3.3 Does the Retirement Administrator provide a regular narrative and exhibits  
to the Board relating to the financial activities of the system that is  
reflected in the minutes?   Y  N 

3.4 Do Retirement Board Minutes reflect an examination of the trial balance  
of all accounts within the retirement system’s: General Ledger, Cash Receipts,  
Cash Disbursements, Adjusting Journal Entries, Budget to Actual comparison  
and reconciliations of cash accounts at the monthly Board meeting? Y  N 

8. Are Board Members and appropriate employees bonded for at least ten percent of the  
retirement system assets or $500,000? Y  N 

8.1. What is the amount of the bond?  _________________________________________

8.2 What percentage of the assets does the bonding level represent?  _______  %

8.3 Is the Treasurer covered by the bond? Y  N 

8.4 What company are you bonded with?  Specify: _______________________________

15. Do Board Members exercise their proxy rights? Y  N 

16.  Is the Board following opinions issued by PERAC?  Correspondence should be reviewed  
and deviations should be identified and explained. Y  N 

 Specify: _____________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________

20. Does the Board have a Business Continuity Plan? (Please attach copy of plan) Y  N 

20.1 Has it been tested? Y  N 

20.2 Does Board with the staff do a risk analysis annually and plan and revise  
procedures to minimize the risks identified? Y  N 

21. Does the system have a process by which all member units notify the Board when a  
member has been charged with misappropriation of funds of any governmental unit in  
which the member is or was employed at the time of his retirement or termination of  

service, as provided by G.L. c.32, s.15?

21.2 Do you have a process to receive notices from the Law Enforcement? Y  N 

	 If yes, please describe the process by which you are notified. 

______________________________________________________________________ 

______________________________________________________________________ 

______________________________________________________________________



INTERNAL CONTROL QUESTIONNAIRE | 3

Contracts

 List the names of all vendors.

 Actuarial: _________________________________________________

 Consultant: __________________________________________________________________

 CPA or Financial  ______________________________________________________________

 Investment Consultant: _______________________________________________

 Investment Manager:__________________________________________________

 Custodian:__________________________________________________________

(1-5)

THE FOLLOWING ADDITIONAL INFORMATION IS REQUIRED FOR  
PROFESSIONAL INVESTMENT SERVICE CONTRACT: 

(6-13)

OTHER CONTRACTS AND EMPLOYMENT CONTRACTS

(14-16)

Information Technology

1.  Describe the configuration and software applications currently employed by the system for 
automated functions specific to the following:

 Membership database:  ____________________________________________________

 Investment management: __________________________________________________

 Financial management:  ____________________________________________________

 Staff Payroll:  _____________________________________________________________

 Internet Access:  __________________________________________________________

2.1 Does the Retirement System’s software (PTG/Tyler, etc.) produce exception  
reports for audit review? ___________________________________________________ Y  N 

 Can the System design their own reports? _____________________________________ Y  N 

 What reports are available?

 Specify: _________________________________________________________________
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Information Security
Responses to this section should be done in consultation with  
your contracting IT vendor or agent.

(1-12)

Fiscal
(1-5)

Transfers

2.  Has the system made any transfers between fund balances that are not authorized  
by statute? Y  N 

2.1 If No, please attach a copy of the policy or describe the rules as generally understood.   

3. Has the system identified non-vested inactive members or beneficiaries who exceed  
the 10 year limit and transfer their accumulated ASF balance to the PRF?  Y  N 

3.1 What is the most current period that has been transferred? 
Month: ________  Year: ________

Cash

2. What is the current Board policy for the record of signature authority and limitations for checks, all 
checking accounts, all demand deposits, transfers between deposit accounts and wire transfer of 
funds?  Please provide copies of the most current authorized  
signature cards for all Bank Accounts. _____________________________________________ 
____________________________________________________________________________

8. What are the Board’s procedures for maintaining and approving a check log for all checking 
accounts?  (Please include names of  assigned staff )  ________________________________ 
____________________________________________________________________________ 
____________________________________________________________________________

8.2 Who is responsible for the maintenance and security of the blank check stock?  
______________________________________________________________________

Receipts
(1-5)
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Disbursements

1. Who processes and mails vendor, and refund/transfer checks? 

1.1 Who signs the checks? ___________________________________________________

1.2 Is the signature manual?   Y  N 

 If No, is the automated signature only accessible by the treasury department  
or other independent group?  Y  N 

1.3 Are dual signatures ever required?  Y  N 

 If dual signatures are required when are they required?   _______________________ 
______________________________________________________________________

2. Who processes and mails retiree payroll checks and pay advices? 
____________________________________________________________________________

2.1 Does the individual named above also process journal entries?  Y  N 

2.2 Does the individual named have access to blank check stock? Y  N 

2.3 Who activates and processes retiree payroll direct deposits?  ___________________ 
______________________________________________________________________

2.4 Who signs the staff and retiree payroll checks? ____________________________ 
______________________________________________________________________

 Is the signature manual or automated?  _____________________________________

 Is the automated signature only accessible by the treasury department  
or other independent group?  Y  N 

4. Are all expenses approved and authorized by the Retirement Board Members? Y  N 

4.2 Is this approval a ratification of completed transactions?  Y  N 

4.3 Is this approval authorized in advance of issuing payments? Y  N 

7. What is the Board’s specific procedure to forecast monthly cash balances before cash disbursements 

are made? ___________________________________________________________________ 

____________________________________________________________________________

7.1 Does the Board review the forecasted figure before approving  
monthly expenditures? Y  N 

 If No, please explain what the Board uses to base its approval for expenditures. 

______________________________________________________________________ 

______________________________________________________________________
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Investments

IF THE BOARD HAS PLACED ALL OF THE SYSTEM ASSETS WITH  
THE PRIM BOARD FOR MANAGEMENT, PLEASE INDICATE AND SKIP  
THIS SECTION, YES ___ 

5. When was the most recent evaluation of each investment manager hired by the  
Board held?

 Manager _______________________________ Month ____________ Year ________

 Manager _______________________________ Month ____________ Year ________

 Manager _______________________________ Month ____________ Year ________

 Manager _______________________________ Month ____________ Year ________

 Manager _______________________________ Month ____________ Year ________

 Manager _______________________________ Month ____________ Year ________

6. List or identify the criteria used to evaluate the performance of this manager? 

 ____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________

7. Have the performance measurement standards been changed during the course  

of this manager’s term?  Y  N 

7. 1 Was remedial action taken in regard to this investment manager  
(Watch; Warn; Terminate)?  Y  N 

8. Are the fees charged by the manager reconciled with the relevant terms of the contract, 
partnership, or other binding document?  Y  N 	

8.1 Identify the person who approves the payment of fees for investment management.  

8. 2 Identify the person who approves the payment of capital calls committed to by the system 
for approved investments.  _______________________________________________

9. Does the Board authorize, approve or ratify fees for investment management services? Y  N 

9.1 Are the fees for these services included on the Warrant for Board action:

•  Invoiced by the Manager for payment by check? Y  N 

•  Invoiced by the Manager for payment by wire?  Y  N 

• 	Invoiced by the Manager as paid out of invesment earnings? Y  N 

•  Included in the net results reported by the investment?  Y  N 

•  Included in the net results reported by the Pooled Fund?  Y  N 

9.2 Are fees that are paid out of investment earnings detailed to on the  
Warrant monthly? Y  N 
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Membership
9) What type of retirement counseling does the system offer members?   

Specify: _______________________________________________________________

9.1 Is the system distributing any written retirement information?   Y  N 

 Specify: ___________________________________________

9.2 Are the PERAC Retirement Guides distributed or available for review? Y  N 

9.3 Do you provide individual retirement counseling upon request? Y  N 

9.4 Does the staff provide Post Retirement Earnings counseling to all Retirees? Y  N 

11) Does the system identify and notify members who are approaching age 70?  Y  N 

17) How often does the system send out retiree affidavits to verify that they are alive?

•  Annually  Y  N 

•  Bi-annually Y  N 

•  Other? ____________________________________________________________

17.1 How many notices do you send? ____________________________________

 What is the interval between follow up notices?

 Monthly_____  2 Months ____ 3 Months ____ 

Disability Procedures
(1-23.1)



8 | PUBLIC EMPLOYEE RETIREMENT ADMINISTRATION COMMISSION

NOTES

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________
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